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APPLICATION FOR RECORDS RETENTION SCHEDULE I 

INSTRUCTIONS See Publication Mo. 76-RM-1 for instructions on completing t h i s  form. Forward signed briginal to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue,;Atlenta, Georgia, 30334, 
Attention: Scheduling Section. 

- FOR RECORDS MANAGEMENT USE __. ~ .~ ~ ~- ~ 

FOR AGENCY USE 1. AQmcy Addres 
gplication Date Department of Education Application Number 

a@iwtion Numbsc Division of Vocational Instruction Date Received Date Completed 

!. PersontoCvnmct Work& l i e  Telephone Number 

-. - Milton Adams State Supervisor 
I. Action Requested 

Office of Vocational Education 8\- '43-P,  ~ 

Special Needs Program MAR 2 3 1982 I APR 8 1982 

- 
w.7 

- 
~ 

.I__ -_I -. ~~~ 

~ ~. ~ 656-2516 __-__ ~. - 

a. 
b. 
c. X% Amend Application No. Check O n e m  Change; 0 Supercede: 0 Void 

0 Establish Retention Schedule; dmrd will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

6. Records Series T i l e  (followed by title used in office; if different) 
iarliest Latest I--- 1 ,  

__ 
1. Dates of Series 

1978- I Present I ~ RELATED VOCATIONAL INSTRUCTION PROGRAM (RVIP) COORDINATOR'S FILES 
i. Division a d  Office Function What i s  the function of the Division and the Office in which this record series is created? 

I .  

- 
I 

1. Record Series Description 

Documents relating to: 

This f i le  contains the followihg documents (include form numbers and titles, ifany): 
Attach samples of the file. 

Included are: 

- NO CHANGE - 

File i s  arranged: 

One to six months old --, * Seven to twelve months old ; Thirteen to twenty-four months old 

I twent f iw  -. - months and older &-L? .-. 
1. Annual Rate of Accumulation of Records .. ~ 

.LetierSize drawers ; Legat-sI?d drawers ;shelves - ; Other hpicify) 
~ 

~~ 

3-,M~-71: RiJ.)S . . . ~ .. .\. ~ ~ < ~ -. ~. .  - (0-b -- . > .- 



* 

a. I s  th is  the official awy of the series? 

b. Ooer the rries contnin c o n f i t i a l  information requiring rtcurity handling? If yes, cite law or regula!ion. 
I f  not. where is it? _s__ .A A 

p the mtire f i le  for a long period, could these 

idwmation mruainedin thisseries ewrmh l m d ?  If  ves. amch CODY. _bl 

s the information eontained in th is  series ever analyzed and/or remded in a summarized report? 
--- 

lication of th is  series in your office, or in another pffice or agency? 

letention Requirements $1 The following requires the series to be kept: 

a. State Law years. d. Audit period . 

c. Federal law years. f. Federal reJention instructions 
Ye b. Statute of limitation years. c. Administrative need 3 I 

__ ~ 

12. A p p r m  Instructions This agency recommends that the file series be cut ot; the end of each- 
0 Calendar Year; Fiscal Year; 0 Other -then, 

XX Hold in the current files area 
0 Transfer to local holding area; hold - 
XX Transfer to State Records Center; hold ~--year(s);then 
x8 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other ISpwify) 

month(r) 3 year(s); then 
yeark); then 

, 

These instructions apply to all prior and future aaumulations of the series. 

Recommendations in para- 
graph 12 are approved. 
(If disappnwwd, ittsd, letter 



; P  

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

i i  

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. Forward signed$riginal to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue; Atlanta, Georgia, 30334, 
Attention: Scheduling Section. - 

- -~ -- 
rpplication Date Department of Education Application Number 

Off i ce  of Vocational Education 
Div i s ion  of Vocational I n s t r u c t i o n  _ _  
S p e c i a l  Needs Program 
A t l a n t a .  Georgia I - L O - 8 1  1 ) - 2 9 - 8 /  

~~ 

hpplication Number -1 
~ _ _ _  __ 
!. Person to Contact Working Title Telephone Number 

1. Action Requested 

Mil ton  Adams State  Supervisor  65 6-2 5 1 6 
I_ 

~ ~ ~ 
~ 

~~ -~ 
~~ ~ 

$2 a. (XI Establish Retention Schedule; cord will continue to accumulate. 
b. 
c. ~ ~ 0 Amendpl icat ion Nolp Checkone: ~ _ _  n Chans; 0 Supercede; 0 Void 

U Dispose of present accumulation; no further accumulation anticipated. 

5. Records Series Title (followed by title used in office; if differentl 
R e l a t e d  Vocational I n s t r u c t i o n  Program (RVIP) Latest 

t o  d a t e  Coordinators  F i l e s .  
~~~ 

What i s  the function of the Division and the Ofcce in which this record series i s  created? 

I. Dates of Series 
Iarliest 

197 8 
i. Division and Office Function 
The Div i s ion  of Vocational I n s t r u c t i o n  i s  re spons ib l e  f o r  developing po l i cy  r e l a t i n g  t o  
voca t iona l  i n s t r u c t i o n  a t  the secondary and postsecondary l e v e l ;  p a r t i c i p a t i n g  i n  t h e  
development of t h e  S t a t e  P lan  f o r  Vocational Education; developing voca t iona l  educa t ion  
program s t anda rds  r e l a t i n g  t o  i n s t r u c t i o n a l  areas; providing c o n s u l t a t i v e  s e r v i c e s  t o  
l o c a l  school sys t ems  involv ing  a l l '  phases of t h e  i n s t r u c t i o n a l  process;  p a r t i c i p a t i n g  on 
eva lua t ion  of l o c a l  school systems'  voca t iona l  programs; reviewing a r c h i t e c t u r a l  p lans  
f o r  l o c a l  school systems' voac t iona l  f a c i l i t i e s ;  reviewing r eques t  from l o c a l  systems 
f o r  t h e  purchase of equipment; reviewing voca t iona l  educa t ion  i n s t r u c t i o n a l  materials; 
reviewing p r e s e r v i c e  and in - se rv ice  t r a i n i n g  programs; and supe rv i s ing  voca t iona l  s tuden t  
o rgan iza t ions  a t  t h e  s ta te  l e v e l .  

I - 

f. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbersand titles, if anyJ: 
Attach samples of the file. 

documenting t h e  l o c a l  coord ina to r s  of t h e  Related Vocational I n s t r u c t i o n  
Program employment and work assignments .  

included are: Annual review; Program of Work; Secondary Vocational Education Report (DE Form 
0537);  Personnel Agreement (DE Form 0138); and r e l a t e d  correspondence. 

ch rono log ica l ly  by f i s c a l  y e a r ,  thereunder  a l p h a b e t i c a l l y  by l o c a l  school 
system, thereunder  a l p h a b e t i c a l l y  by coord ina to r s  name. 

File is arranged: 

1. Monthly Reference Rate How often are records referred to which are: 

! h e  to six months old ----; Seven to twelve months old -.-; Thirteen to twenty-four months old 

t w w f i v e  months and older ? 
b. Annual Rate of Accumulation of Records 

Letter-size drawers - ; Legal-size drawers ;Shelves ; Other (specify) 

-__ 

R-50-71: Rev. 7 6  (Over) 



1. F 

- 
NO 10. Questionnaire (Place an " X ' ' ! n ~ g  proper column) - 7- A .?* . 

1 
a. I s  this the official copy of the series? 

If not. where-is it? . 
b. Does the series contain onfidential information requiring security handling? If yes, cite law or regulation, 

I , '  ' 

. .  
E .  . .  (1 

~ ~~~~~~~ __ ~ ~~ 

c. I s  this a vital record? ~ I ,  
! d. Does this series haveJstoruigl or lqng term research value?_ 

-L. 

e. When one or two documents in the'file make it necessary to keep the entire file for a long period, could these 
documents, be scheduled seDaratelv? 

f.tion -. c m u i  ned LnJh i 5 serik eye! PJI b!is&d? - Ifyel,~ aDachxmy,__- - 
g. I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of this series in your office, or in another office or agency? 
If vg,  attach WDV. 

If &&where? 
i. I s t h i s s e r i e s l o r a m a i a r ~ ~ Q n _ a f i f l r e R u ! a r l ~ r ~ f i l m e d ! ~ ~  

~Jlln_es_the~mord series reul!r in a W~mDirter D r i n t Q u i _ _ - - -  __I______. 

ion Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 

c. Federal law -years. f. Federal retention instructions -years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

b. Statute of limitation - years. e. Administrative need 2 years. 

_ _ ~  
2. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 

0 Caleridar Year; N Fiscal Year; 0 Other .___. then, 

ld Hold in the current files area --~-month(s) 1 ~-year(s); then 
0 Transfer to local holding area; hold ---year(s); then 
El Transfer to State Records Center; hold 1~- ~.-year(s); then 
El Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

These instructions apply to a l l  prior and future accumulations of the series. 

_._ 

Records -~ Management - Officer /Signature) Date 

I - !? -  8 1 
Date 

/C-w v . .  
Zecommendations in par 

If disaRRrOVed, attach n 
lraph 12 are approved. 

. .  

if explanation.) 


